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OFFICE OF SPECIAL ACTIVITIES RECORDS
OSA HQS NOTICE 70-7 23 JULY 1964

RECORDS SURVEY

1. starting 27_suly, [ NNENEEEE os:

Records Management Officer, will conduct an individual
office survey of 0OSA's records administration program.

2. 1In order to implement the above survey, full

support and cooperation is required from all concerned.

Deputy Chief
~ Support Division, OSA
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OFFICE OF SPECIAL ACTIVITIES CORRESPONDENCE
0OSA HQS NOTICE 70-6 15 JANUARY 1964

RECORDS MANAGEMENT

25X1A

il Under the authority contained in_

has been designated the Area
Records Officer for the Office of Special Activities.

2. In order to implement the above assignment,
full support and cooperation is required from all
concerned,

25X1A

/o L, JACK C, ¢
Colonel, USAF

Assistant Director
(Special Activities)
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CONPIDENTIAL ..
OFFICE OF SPECIAL ACTIVITIES CORRESPONDENCE
08A HQS NOTICE 706-5 11 JULY 1963

Correspondence Addressed to the Office of the Director

Quoted below are the contents of s memorandum receatily
issued from the Office of the Executive Birector to all Dzputy
Directors, This information is presented here for the gui-
dance of zlli OSA personnel comcernad.

A "l . This memorsaduz is a gentle reminder of
previoua oral and written imstructions concerning
the lead paragraph of 2 memorandus to the BCK, DUDCI
or Ezxacutive Director.

“2., Probably due to the passage of time, changs
of Directors, etc., the C/DCI coatinues to recelve
memoranda in which the lead paragraph does not clearly
indicate whether the document requests actlon or is
for inforamation or background use only.

- "3, Addressees are reguested to take whatever
steps necessary to insure that all memoxands submitted
to the DCI, DDCI or Executive Direcior open with 2
sentence similar to cpne of the three below,

"a, "Phis memorandum is for information . .
only: particular reference is ®Wad® TO paragraphs
ra—— . "

4 » o

s "b. "Thie mémorandum suggests actioh oh
the oart of the DCI, DDCI or Executivé Director;
this action is containesd in paragraph G

"g, "Fhis uémofandum gubmits a recommendation
for your approval; this recommendatids I8 contalned
in paragraph oM — :

L’

ARG nigx L) .
Support DivisiqggﬁGSA": ‘
CONFEIDENTIAL
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SECRET

OFFICE OF SPECIAL ACTIVITIES CORRESPONDENCE
0SA HQS NOTICE NO. T70-2 27 June 1962

Effective jumediately, forwarding of correspondence prepared
for the signature of, or requiring the approval of, the DCIL, DDCI,
of the DD/R will be handled as follows:

(2) The originel, the Registry Branch/OSA copy, and eny
coples which are o remein in one of the aforementioned
offices shell be forwarded for signature and/or
approvel.

(b) All other copies are to remain in the originating
office until finel action, (i.e., signature or approval),
has been taken.

(¢) When the necessary action hes been taken, the RIB/OSA
copy will be returned to Reglstry Breach.

(@) Upon receipt of their copy, RIB/0OSA will immediately

notify the originsting office, vhereupon the remoining
copies wlll be properly conformed and dated, and
distribution may be made.

25X1A

SECRET
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DEVELORMENT FROJECNS DIVISION : CORRESPONDENCE

1D QS NOTICE B70-L A : 6 SEP 1961

GENIRAL CORRECPORDENCE
FEFERENCE:  DED Admin Memo 22-60; dated 30 June 1960; Same Subject

1. PURPOSE

the purpose of this notice is to call to the atiention of all DPD
Branch ani StaP? Chlefs the contents of reference memorandum end to
reemphasize the procedures contained therein as well as to provide
explleil addeada to the instruction.

2. AUTHCORITY 30 SIGN CORRESPONDENCE

a. fThe refareance memorandum is explielt as to who may sign correspondence
pddressed Lo the DCI, DDCI, DPI, DD/S end DD/P, as well as
corraspondence addrensed to other Govermnmeni Agencies. Only in
those instaznees where suthority has been speciflically delegated
may &n officer othsr then the Acting Divieion Chief sign off on
corvespondence leaving the Division. These delegoiions are cutlined
in the reference menorand

b. There are rare instexces in which & signature is not required on
papars originating in this Division, bui, under no clreumstances,
should such w pepsr lesve the Division without the concurreance of
the Aztlng Chlef. An example of such appaper ig where a DPD branch
or stelf is asked to prepsre & peragreph or wore (on & specific

~ subject) which is o become part of e paper under preparation at
a higher level. A specific exemple would 'be the preperation of
a papar for the Speciel Group. . Even where & direct requirment
15 ploced on. & staff or branch of DPD by a higher office cutside
 of DPL, the prepared peper will not leave this. Division without
_the concurrence of the Acting Chief. To carry this a step further,
u:o.ﬁer no sircusstances will such a paper carrying operational or
policy ovaritcunes be sent out of the Clandestine Serviees without
the conourrencs of the DD/P. Despite the fact that frequently these
requiremente are made cn @ "cresh” basis, it is essential that
both the Division Chief snd the DD/P know of them.

/ .

¢. In thowe cases vhere mi'bher the signature of the Acting Chiefl,
nor of tha m«/;o is required, it will nonstheless be the policy
of this Rivision, effective immediabely, to request by a shore
memorsndin the coancurrsnce of onz or both of the ebove (as
regquired by clreuns tepeer ) befors a peper is forwarded to the
requesting office. Whore the concurrence aought is of such
policy impurt that the ID/P should be corsulted, the memorsndum
adould be o::wa;rded to bin throngh the Acting Chief, DPD. = In

those instonces weere the requirsment was placed on & breach or

avald hy *3:}2& Asting Chisf, DPFD, the transmittal memorendun should

he uoeoaped Tor the Leting Chief's ralzese. In those lnstances
SECREC®
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DEVELOPMENT FROJECTS DIVISIQN ' CORRESPOMDENCE
.~ DPD HQS NOTICE N70-1

vhere the request was in the first instance directed to the
branch or staff by the requestor or is of a continuing nature,
such memorandum may be signed by the sappropriste Branch or Steff
Chief but must be routed through the Acting Chief, DFD.

3. RESPONSIBILITIES

It will be the responsibility of each Staff and Branch Chief
originating the memorsucia described sbove to edhere to the rules
outlined bherein. It will also be the responsibllity of the preparing
office to include copies for the Acting Chief, the Office of the DD/P,
other sppropriate ccmponents as necessary and DPD/RI. The DFD/RI
copy may be e dummy copy for record purpoges only, vhere the subject
matter 18 of such a sensitive nature as to warrant strict hold down.

25X1A

Acting Chief;
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